8 Week Long Training Session
Hotel Trinity
[image: ]
Name: Alina Neagu
ID Number: 2121368
Module code: BMIH4006
Introduction
Welcome to one of the most prestigious hotels across London. Our hotel believes in stellar professional standards to satisfy our customers, and you are expected to carry that legacy. We believe in making our customers feel like they are in the comforts of their homes. Providing stellar services to our customers would not be possible without our well-trained and skilled personnel. We hope that in future you would become part of the team that makes the customers feel at home. We are ecstatic about what you guys can bring to the table. We believe that proper training is the key to success in the hospitality industry. Research shows that well-trained staffs are 46% more productive than untrained staff. The costs of training are far less than the detriments that an untrained employee brings. That’s why we offer state of the art training facility to our employees. The skills that we teach you here will be helpful to you in any organisation you go in. However, we would love and expect your skills remain with us. We believe in the motto of training employees properly so they may leave and treating our employees in a way that they don’t want to leave. Any organisation cannot be run properly without rules. So, the hotel has set up some ground rules for the smooth running of the training session. The rules are presented in the following section.
Rules For The Training Session
· Employees must be present in the training facility by 8 in the morning. The employees are recommended to be present at the premise 30 minutes earlier.
· The dress code for Hotel Trinity must be followed. In case of any confusion regarding the dress code, communicate with your superiors
· The clothes must be well-fitted and not saggy
· ID Card must be brought every day
· Proper hygiene must be maintained
· Excessive makeup, artificial hair colour, and strong perfume are not allowed
· No Visible Tattoos
· Hair must be clean and unkempt
· Beard must be cleanly shaved
· Any type of jewellery or ornaments is not allowed except for wedding rings
· Smoking is highly discouraged before the training session. In the case of smoking, the participant must ensure the complete elimination of smell due to smoking
· Be courteous to the training instructor
· Phone must be silenced at all times during the training session
· Always listen carefully to what the instructors and the superiors have to say
· Please don’t forget to bring your SMILE. This is perhaps more important than any uniform 😀
These rules are in place to ensure that the training sessions can be done properly. These rules are enforced very strictly for your own sake. An employee will most likely be sent home if found failing to comply with these rules. Proper maintenance of these rules will help you in a smooth career progression. We would once again like to welcome you to our team, and we are very happy to have you. Best of luck.  

 
Training Schedule
The tenure of the training will be 8 weeks or approximately two months. Each week a new training activity will be performed. So, only one topic will be focused on at a time. This approach has been used so that the minds of our staff would be decluttered and they can focus on one task at a time. Any training on a topic will not be repeated. Training on a particular topic will only be taught for a week. So, maximum attention is required to retain the things that will be taught.  
	Timeline of Training 
	Training Activity

	First Week
	Room Inspection Training

	Second Week
	Housekeeping Techniques

	Third Week
	Cleaning and Sanitizing Training

	Fourth Week
	Covid-19 Safety Training

	Fifth Week
	Fire Safety Training

	Sixth Week
	Control of Substances Hazardous to Health (COSHH) Training

	Seventh Week
	Customer Communication Methods

	Eighth Week
	Advanced Cleaning


N.B. The hotel authority has the right to change the schedule for any training session for any pertinent reason. The authority also holds the right to disallow any employee for training due to non-compliance with training rules. 


Detailed Training Activity
	Training Activity
	Activity Description 

	Room Inspection Training
	A clean room is a primary way to have a good first impression on the customer. Hotels can retain around 20% of their customers by giving guests a clean room. So, it is imperative to inspect the room after a customer has checked out. It will enable the next guest to have a clean room. The teachings of this module are given below.
· Introduction to room inspection
· A basic idea of what to look like in a room while inspecting it
· Development of a keen sense of observation

	Housekeeping Techniques 
	This training session will introduce basic housekeeping techniques. There is a big difference between a cleaner and a housekeeper. A housekeeper does many more things other than cleaning. This training module will aim to teach all of the things that a housekeeper needs to do. The training module will include the following.
· Dusting techniques
· Vacuuming techniques
· Mopping techniques
· Scrubbing techniques
· Sweeping techniques
· Ironing techniques

	Cleaning and Sanitizing Training
	This training session will introduce basic housekeeping techniques. There is a big difference between a cleaner and a housekeeper. A housekeeper does many more things other than cleaning. This training module will aim to teach all of the things that a housekeeper needs to do. The training module will include the following.
· Dusting techniques
· Vacuuming techniques
· Mopping techniques
· Scrubbing techniques
· Sweeping techniques
· Ironing techniques

	Covid-19 Safety Training
	Covid-19 safety training is our number one priority for us. Covid-19 safety training is the number of challenges that the industry must overcome to recover from the pandemic losses. This training is of the highest importance for our guest's safety and also for your safety. The following things would be included in the training module.
· Session on how Covid-19 spreads
· Sessions on the symptoms of covid
· Contactless movement training
· The proper way of wearing a mask and other safety gear
· The proper way of sanitization to get rid of Covid
· A basic introduction to a quarantine protocol

	Fire Safety Training
	Fire is one of the top safety hazards in the industry. So, it is better to be safe than sorry. Fire training reduces the hazard risk significantly. This module will include the following. 
· Basic fire drills
· How to prevent fire hazards  
· Fire extinguisher training
· Training to spot any gas leakage 
· Training on how to control panic during a real-life fire scenario 

	Control of Substances Hazardous to Health (COSHH) Training
	As a hospitality business, our staff has to maintain substances that are hazardous to their health. Proper training in maintaining these hazardous substances reduces the health risk by half. The substances that will be covered under this module are given below.
· Chemicals and products that contain chemicals
· Fumes
· Bags of dust
· Gases
· Asphyxiating gases

	Customer Communication Methods
	The hospitality business practically stands on customer interaction. The ability to speak well and confidently to customers is of utmost importance. That’s why our staff needs to be at the top of their game when it comes to customer interaction. We believe that employees who can charm customers are more important than any other thing in this industry. The training module will cover the following fundamentals.
· A basic understanding of the customer psychology
· Improv speaking drill
· Training on the proper way of complimenting people  
· Body language training
· Public speaking practice
· Sensitivity training

	Advanced Cleaning 
	There already has been a basic cleaning training session in the third week. This will expand on that training module and give you an advanced cleaning course. This course requires an understanding of the basic cleaning knowledge that we have provided in the third week. To understand this module properly you need to be attentive to the basic cleaning course. The course module will include the following.
· Introduction to different cleaning methods and their applications
· Training on how and when to use different cleaning methods
· The impact of cleaning with the wrong method or with the wrong chemical.
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